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GENERAL STATEMENT:
As we survey the work of the Fiscal Office for the past year, we find

that considerable progress has been made.
their assignments in a capable manner.

All of the staff have performed

There has been the normal turnover

of personnel but this has not hurt us too much.
We have had several unfavorable audit reports which we felt were due
largely to conditions over which we had no control.

The proper steps are

being taken to remedy this situation.
Uncollected student fees remain a problem and will continue to be one
until fiscal clearance is required for enrollment.

It is paradoxical

that at a time when so much student aid is available for us to have so
many delinquent accounts.
The financial condition of our Auxiliary Enterprises continue to deteriorate.

The Athletic Program must be reduced, meal services in the

Memorial Center must be eliminated, and dormitory occupancy must be
increased.

ORGANIZATION:
The organization pattern of the Fiscal Office follows the basic plan
which is generally recoumended for institutions with enrollments of from
2,500 to 5,000 students.

The office is composed of five sections or divi-

sions with each section having a head who administers the section and is

responsible for its operation.
The four sections are as follows:
I.
II.
III.
IV.

v.

Cashier (Bursar)

Marvin J. Barnes, Head

Purchasing

Walter W. Redd, Head

Voucher Audit

Sandra B. Davis, Head

Accounting

U. R. Bell, Head

Payroll-Personnel

Doris Williams, Head

SECTION REPORTS:
On the following pages are set forth the reports and recommendations
from the five section heads.
Respectifully submitted,

9✓./-f. ~
H. D. Murdock
Business Manager
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SECTION REPORT I - CASHIER

SUBJECT:

Annual Report of Cashier's Section

TO:

Business Manager
Prairie View A & M College
The following is a report of activities of the Cashier's section for the

Fiscal year 1972-73.
PERSONNEL:

Mrs. Arie J. Yell, section accountant; Mias Gwendolyn M. Diggs,

section clerk; Mrs. Mary P. Deese, teller; Miss Floydell Richards, teller.
SECTION ACTIVITIES:

The following is a summary of major activities performed

in the section:
a)

Collected $3,446,803.82 in student fees during the Fiscal year ending
August 31, 1972, an increase of $223,281.42 from Fiscal year ending
August 31, 1971.

The increase could be attributed, in part, to an increase in tuition fee.
b)

Collected $17,072.46 in past due accounts for Prairie View's Credit
Union during the Fiscal year ending August 31, 1972.

SPECIAL ACTIVITIES AND PROBLEMS:
The following is a summary of special situations that served to place
added burdens on the proper and orderly conduct of routine operations of this
section.
a)

This section continues to get a build up of student checks.

each pay period some 40 to 50 checks are left behind.

After

One reason for

this is that the students have bills that exceed the amount of the
checks.

However, many checks are left behind for reasons that are

unknown to us.
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b)

The tremendous amount of indebtedness owed by students hampers us when
it comes time to pay the students off.

Not only does it take a lot

of time to check each student out, it also takes time to write a
receipt for the ones who owe.

Were it not for these indebtednesses,

we could easily issue student checks in one day.

In addition, the

fact that this section baa to alphabetize the checks adds to the
delay in issuing the checks.
c)

This section experiences extreme harassment from some of the employees
in objecting to our holding their checks for Credit Union payment.

d)

Unlike several years ago when all students paid the same fees, it
has become absolutely necessary that better attention be given to the
assessment of student fees.

Audits have revealed that many students

do not pay the proper amount in tuition, room rent, and laboratory
fees.

These are the fees that vary and desperate steps are needed

in order to get a correct assessment of student fees.

There was a

slight improvement over last year's assessments, but nothing like
what is needed.

In the case of tuition, the necessary changes are

not being made during the first twelve days of classes while the
students are adding and dropping courses.
e)

There is a great deal of time used in checking out student refunds.
Many times when a student applies for a refund at the Registrar's
office, he is given the assurance that he is entitled to it when he is
not.

The neglect in checking some facets of the refund, i.e., seeing

how many hours a student is officially takin&, causes undue anticipation and frustration to the student.

This also increases the amount

of time spent checking the refund request by this section, thereby
delaying the refund process.
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RECOMMENDATIONS:
In the interest and need for improving this section's operations, the
following recoaaendations are submitted for consideration:
a)

That deferments last no longer than 45 days.

It has been noted

that many students who entered school on deferment had not paid any
fees as late as the final week of school.
b)

That necessary steps be taken to have a uniform system of recording
the student's name and social security number on all vital records.
This was to have been done in September, 1972.

A card similar to

that used by companies to extend credit would be ideal.

We already

have the machines for handling such a card.
c)

That payment of student fees be reduced from the optional 3 installments
to 2 with the last payment due not later than 45 days after classes
begin.

This will, hopefully, give us ample time to work up an

accurate delinquent bill list.
d)

That student checks be issued without holding them for unpaid bills.
This

will enable us to accomplish several things:

able to issue student checks in one day; 2.

1. We would be

We would likely not have

the build up of 40 to 50 checks that are currently left behind each
month; 3.
4.

We would create a better relationship with the students;

This will give the student a sense of r esponsibility ; ~ This

will facilitate work in other areas.
e)

That all employee checks be mailed and not held for bills.

f)

That the Registrar'• office hold up all credits of any student who
owes the college.

This step would be necessary in order to prevent

an even greater build up of student indebtedness, especially since
the student checks will no longer be held.
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g)

That the Registrar's office take extreme care in making their assessments, and tha t they be checked before they are remitted to Data
Processing.

h)

That the student checks be sent to us in alphabetical order.

We feel

that a computer program could be designed to handle such a task.
i)

That the cashia.-'s windows be closed on Saturday's, except during
Registration.

j)

That more care be taken in dispensing refund request forms by the
Registrar's office.

Specifically, that the official number of hours

a student is taking be checked before the remittance of such forms
is made to this section.
k)

That another full ti.me employee be secured if some of the above
recomnendations are not approved.

SECTION REPORT II - PURCHASING

SUBJECT:

Annual Report of Purchasing Activities

TO:

Mr. H. D. Murdock, Business Manager
Prairie View A&M College
Prairie View, Texas
77445

The following is a report of activities and observations
of the Purchasing Section for the 1972-73 school year.
Personnel:

Mrs. Lillie Ross continued her duties in the

area of order processings.

Mrs. Patsy Marburger, who had re-

signed during last report period for maternity reasons, returned and was assigned to duties relating to accounts payable.
Mrs. Sudie Williams, voucher audit clerk, was reassigned to the
Purchasing Office for supervision.

This situation was recommend-

ed in this office's previous report and has enhanced efforts to
establish an orderly flow of vouchers being processed for payment.
The part time student assistant position was filled by Mr.
Gerald Polk during the Fall semester and by Mr. Timothy Mitchell
during the Spring semester.
Activities:

Routine purchasing activities were slower in

the area of order processing than during last report period.
This trend was primarily among the educational accounts.

Most

of the activity during the latter part of the report period was
centered around payment of bills.

Similarly, there was a re-

luctance on the parts of many departments in temporary quarters
to initiate purchase orders for lack of adequate areas for storage.
Receipts from Coca-Cola concession sales totaled $15,858.90

to date.

This figure is $562.73 less than receipts from these

sales for a similar period last year.

Lower commissions paid

by vendor, break-down on equipment due to vandalism, and increased service of this nature in the student dining facility
seem to be the conditions contributing to the decrease in income.

Receipts from washer-dryer concession totaled $2,386.43

during the period of this report, a slight increase over last
year's receipts.
Departmental transfers in the amount of $5,273.60 have
been processed as reimbursement to the Fiscal Department for
emergency issues of supplies to other departments from this
office's storeroom from last report to date.
Special Situations:

A Texas A&M University System audit

revealed irregularities in the purchasing areas of unauthorized
purchases, slow bill paying, and handling of incoming freight
shipments.
These irregularities and problems were already known to
this office, and efforts to correct them are continuing.

Among

the specific steps being taken are:
(1)

Reminders to heads of budgetary accounts regarding their

responsibility for initiating purchases properly and followingup on orders placed to receipt of goods and payment of the vendor's
invoice.

This is being effected through informal visits and calls

to the departments from this office ~nd through formal memorandums issued from the President's Office.
(2)

Screening this office's file on old outstanding orders

to determine their status with initiating departments on delivery of goods and payments to vendors.

(3)

Writing vendors for information regarding outstanding

deliveries and payments indicated in their records and taking
action to resolve any problems relating to them.
(4)

Maintaining close coordination with warehouse person-

nel on receiving and distributing incoming freight shipments
received there for other departments on campus.
(5)

Publishing a purchasing manual for more detailed in-

structions for departments to follow in carrying out their purchasing responsibilities.
Professional Development:

The Purchasing Agent attended

the Texas-Oklahoma-Arkansas regional meeting of the National
Association of Educational Buyers at Edinburg, Texas, the Texas
State Board of Control workshop at Austin, Texas, and the
annual national meeting of N.A.E.B. at Las Vegas, Nevada.

All

of these meetings encompassed discussions and workshop sessions
related to purchasing activities at colleges and universities.
All provided some insights toward solutions to problems being
experienced in purchasing activities at this college.
Physical Arrangement:

The physical location of the vouche~

audit clerk in the Purchasing Office has enhanced the orderly
flow of vouchers being processed for payment and the follow-up
efforts on vendor inquiries about outstanding bills.

Similarly,

it has increased control over record copies of purchase orders
while in process.
The situation of temporary storage areas for supplies
and records in Lucky Hall has created some problems with respect to accessibility to these items; and, similarly with respect to locating items due to lack of shelves in the area for

orderly arrangement and display of them.
Recommendations:
(1)

That annual faculty orientation sessions be expanded

to include workshop sessions on purchasing and other fiscal
matters as may be appropriate.

The sessions would be requir-

ed for budgetary heads, clerks, and any other departmental
personnel with responsibilities for fiscal matters.
(2)

That consideration be given to specific designation of

personnel and vehicle for assignment on a daily schedule basis
to effect delivery of incoming freight to departments on campus.
The same personnel would be assigned daily and would perform
under direct supervision of the Purchasing Agent until tasks
are completed.
(3)

That department heads be required to initiate formal

close-out of open purchase orders with the Purchasing Office
at some point near the close of each regular school session.
The objective being to carry forward only those orders where
delivery is expected to be delayed and where delayed delivery
would benefit departmental programs for summer sessions.

At

the same time, each department would assure this office that
all departmental bills are current to that date.

SECTION REPORT III - VOUCHER AUDIT

SUBJECT:

Voucher Audit and Report Section

TO:

Mr. H. D. Murdock, Business Manager
Prairie View A. and M. College
Prairie View, Texas 77445

Fiscal year 1972-73 has been a good one for this section. Although personnel turnover has been almost that of 1001, such changes
did not inhibit the efficiency and productivity of this section.
The following report reflects the activities during the year.
PERSONNEL: Personnel changes were those of Mrs. Sandra Davis,
Mr. Elton Harrison, and Mrs. Katie Hickman.
Mrs. Sandra Davis, formely head of voucher audit section, became supervisor of that section.
Mr. Elton Harrison replaced Mrs. Davis as head of voucher audit
section. Mr. Harrison received the MBA Degree from Texas Southern
University in May, 1972. His work in the voucher audit section is
satisfactory.
Mrs. Katie Hickman replaced Mrs. Collene Cross as Clerk Typist.
Mrs. Cross resigned to return to California with her family. Mrs.
Hickman received her training for the position through the Manpower
Program here on campus. She is doing satisfactory work.
The part-time student assistant position was filled by Miss
Ruthie Ross, a sophomore, majoring in Medical Technology. Miss Ross's
work is very good and the section looks forward to her return in the
fall.
An accounting assistant, Miss Charlene Marshall, along with two
interns from Business Administration participated in training programs in this section. These training sections proved to be very
valuable to the individuals as well as to section.

ACTIVITIES: Routine activities of this section included the auditing, signing, funding and paying of all vouchers, auditing of BIWeekly, Student Hourly and College Workstudy Payrolls, the paying of
tax shelter annuities, state sales tax, unemployment compensation,
matching fund~ purchasing of savings bonds, preparing of reports for
grants, proposals, questionnaires and surveys, analysing of financial
statements and preparing of monthly salary savings.
SPECIAL SITUATIONS: Special efforts have been made to minimize
the amount of time taken to process vouchers for payment. Departments

have been encouraged to submit all vouchers for payment as quickly and
as accurately as possible. These measures insure continuous good will
and prompt service from vendors.
Budgetary heads have also been encouraged to pay particular attention to the line items in their budgets and to adhere to such items.
Not only will this control of expenditures be helpful to the budgetary
head, it also will aid in the reporting of such expenditures.
OVERALL PERFORMANCE: The overall performance of this section was
good. The adoption of the recoamendations made in last year's report
proved to be most positive. Vouchers were processed faster and more
efficiently. Many of the problems were cleared and with the necessary
cooperation from budgetary heads, the remaining problems could be
further minimized. As a result of renovations and changes, the physi•
cal office was more conducive to work and provided a more cheerful
atmosphere.
RECOOIENDATIONS: It is recoamended that an annual finanical
workshop be conducted for all persons with budgetary responsibilities.
Information gained at such workshop would greatly enhance the simplification and expedition of the work in this section.
Respectifully submitted,

Sandra B. Davis

SECTION REPORT IV - ACCOUNTING

ACCOUNTING
The Accounting Section has a staff consisting of one Accountant II,
one Accountant I, two Accounting Assistants, two Clerk I's and three
Student Assistants.

The Accountant I position is presently vacant.

have two people working part time in this section.

We

One is an Accounting

Assistant on the payroll of the Cooperative Extension 1890 Program and
the other is an Accounting Assistant on the payroll of the Manpower
Project.

They both devote approximately fifty per cent of their time in

the Fiscal Office.

Some of the duties that were being performed by the

Accountant I are being done by these two Accounting Assistants.

Since last

report we have had to replace our Inventory Clerk who left the middle of
January and we are still in the process of finding a replacement for the
Accountant I who left the first part of September.
The position of Inventory Clerk has been a continuous problem for us.
In the last five years we have had five different regular Inventory Clerks.
There were also times during this period when we didn't have a regular
Inventory Clerk and it became necessary for others in the Section to
devote time to inventory matters.
The Accounting Section obtains original source data such as orders,
vouchers, interdepartmental and accounts receivable transfers, items
requiring journal entries, sundry revenue receipts, property adjustment
forms, Schedules of Accounts Receivable, Schedules of Accounts Payable and
consumable inventories etc. from the various departments on the campus as
well as other sections within the Fiscal Department.

This data is checked ,

classified, coded and batched and sent to the Data Processing Center.

From

these batches the material is classified, grouped and summarized into Books

of Original Entry with Posting Sumnaries and Source Sunmaries, statements
and the monthly report.

In addition this section has the responsibility for

the preparation of local vendor checks, reconciliations, miscellaneous reports,
property control and sometime assist with budget preparation.
If we are to produce a meaningful report on a timely basis we must
have the complete cooperation of all who furnishes this section with the
data that is needed to produce this report.
and furnished within deadlines.

It must be completely accurate

When inaccurate data is received it must be

sent back for correction or if data is not received until after deadline
this causes a delay in the preparation of the statements and Monthly Report.
Whenever the monthly report is late this causes a delay in the preparation
of Reconciliation and other reports.

This is especially serious at August 31,

when you are closing one fiscal year and opening a new year.
The reconciliation of the bank balance and the State Comptroller's
Balances are current.

Vouchers are being processed, batched and sent to

Data Processing Center on a timely basis.

Statements are now being sent out

to departments earlier in the month and reports are being made on a more
timely basis.

Annual Inventory Printouts will be sent out next week at the

latest.
STATISTICAL SUMMARY
We have processed over 2,650 state appropriation vouchers and over
11,388 local vouchers with expenditures totaling over $13 million dollars.

So far this year we have made financial reports on the following:
Interim -

Final -

(1)

1

Cooperative Arrangements Grants

(2)

1 Teacher Educational Renewal Center Project

(3)

1

Cooperative State Research Service Grant

(4)

1

National Science Foundation

(5)

1

Education of the Handicapped

(6)

1

Teacher Development for Desegregating Schools

(7)

1

Manpower Development Research Grant

(1)

1

Institutional Finances

(2)

1

Vocational Teacher Education Program

(3)

1

Survey of Black Land Grants Colleges

(4)

2

National Science Foundation

(5)

1

National Endowment for the Humanities

(6)

1

Texas Teacher Training

(7)

1

Undergraduate Psychiatric Nursing

(8)

1

Cooperative Arrangements Grant

(9)

1

Allied Health Professions Education Grant

(10)

1

Veterans Junior College Counseling Institute

(11)

2 Teacher Corp In-Service

(12)

1

Library Resources Grant

(13)

1

Family Planning Project

(14)

1

Nursing Scholarships Awards Grant

(15)

2 Reading Institutes

SECTION REPORT V - PAYROLL-PERSONNEL

SUBJECT:

PAYROLL-PERSONNEL ANNUAL REPORT FOR FISCAL YEAR
1972-73

TO:

Mr. H. D. Murdock, Business Manager
Prairie View A&M College
Prairie View, Texas
77445

FROM:

D.

s.

Williams, Section Head

The following is a report of activities and observations
of the Payroll-Personnel Section during the Fiscal year 197273.
Personnel:

Mrs. Margaret Summerfield began employment

with this section in September, 1972 as Payroll Clerk.

Mrs.

Susanne Boettcher was employed in this section from October,
1972 through February 28, 1973.

Mrs. Mary Curtis was trans-

ferred to this section in March, 1973 and is presently working here.
Activities:

Primarilly, activities in this section are

centered around payroll processing; however, in some instances
our activities may be considered general Personnel Administration.
During the fiscal year 1972-73, payrolls were processed
for employees as follows:
Name of Payroll

Number of Employees

Bi-Weekly
General Salaries
Employees Monthly_ (Local)
Student Hourly
College Work Study

172
435
170
225
977

Total Number of Employees

1,979

In addition to processing of payrolls, other activities
carried on in the section included:

Maintaining earning re-

cords, personnel records, preparing monthly, quarterly, and
annual Federal Withholding Tax Reports, annual W-2 statements,
monthly and quarterly Social Security reports, monthly insurance reports for the following insurances:

(1) Group Life In-

surance,

(3) Group Medical

(2) Group Optional Life Insurance,

Insurance,

(4) Group AD&D Insurance,

(5) Group Long Term Dis-

ability, monthly and annual Census Reports, monthly Optional
Retirement reports, monthly Workmen's Compensation reports,
monthly and quarterly Unemployment Insurance reports, monthly
Tax Sheltered Annuity reports, monthly

u. s.

Bond reports,

Compliance Report of Race, Occupation, and Sex, Husband and
Wife report, and monthly Teacher Retirement reports.

This sec-

tion interviewed all full-time employees to obtain necessary
data for processing payrolls, and prepared various payroll
directives concerning changes in payroll procedures and changes
in payroll fringe benefits.

It answered all payroll correspond-

ence and verifications for employment by mail, telephone and
personal interview.

It processed all death, disability, and

retirement claims.
An overall appraisal of activities during this period tends
to indicate an increase in general transactions over the last
report period.
special Situations: The following is a summary of situations
that presented some problems in the section or required more than

routine action including a compilation of over-time to maintain orderliness in the accomplishment of assigned tasks:
(1)

There is a constant flow if incorrect Social Security

numbers into the Section.

Despite our constant remainders to

departments that their Social Security numbers are to be screened directly from the Social Security Card before the person goes
to work, errors still persist.
(2)

Late payrolls are still a problem.

best be handled if they

Late payrolls could

were correct; but late payrolls are al-

ways the most incorrect payrolls.
(3)

Incorrect and incomplete Personnel Action Forms are

still somewhat of a problem; however, the office of the Dean of
the College has been instrumental in attempting to help solve
this problem.
Professional Development:

The Payroll Supervisor has not

attended any meetings or workshops; however, in order to build
a first class Payroll-Personnel Office, it is felt that through
meetings or workshops there would be a chance for exchange of
ideas for a better section.
Physical Arrangement:

The new location of the Payroll-

Personnel Office has enhanced the even flow of work.
The fact that the storeroom has been moved as far as
Lucky Hall prevents us from getting supplies as readily as we
need them, and also we have not been able to locate some items
due to unorganized storage.
Recommendations}

(1)

Since Student Employment Office is where all students

place their applications for employment; it is recommended that
a statement in their letter of acceptance to them be included
thusly:

"No student will be assinged a job unless he presents

his Social Security Card with his application:.

We recommend

that these cards be Xeroxed in bulk and cut apart for placing
with individual applications.

This copy should accompany the

forms we now receive for new employees with the payrolls.
(2)

That after a payroll has been completely processed and

after we notify the Student Employment Office that we have
closed out payroll processings that they not refer departments
to this office for acceptance of late payrolls.
(3)

That a Workshop be set up to illustrate the processing

of Personnel Action forms, payrolls and all back-up forms, as

W-4, W-4E, Military Service Card, Employee's Affidavit, and
most certainly stress the importance of viewing the Social
Security Card.
(4)

That the possibility of copying the Social Security

Card along with a picture of the student for I. D. purposes
be considered in correcting the problem of incorrect Social
Security numbers presented to departments for payroll processing.
(5)

That Personnel Action forms be filled for each em-

ployee as he or she terminates.

This will rule out any auto-

matic termination periods that we formerly recognized.

This

will help us keep expert employment dates on each student.
(6)

That a system be set up for providing information in

the terminated personnel files that will help us eveluate the
performance of individuals.
This information is particularly essential in situations
where an individual has terminated or his immediate supervisor
is terminated.

